RD I nstruction 2048-H
PART 2048 - PCSI TI ON CLASSI FI CATI ON

SUBPART H - SUPERVI SORS FI LE OF POSI Tl ON
DESCRI PTI ONS AND STANDARDS COF PERFORVANCE

82048. 351 Ceneral

Oficial position descriptions are kept by personnel managenent
representative in National, Finance, and State O fices prescribed by OPM
procedures. Oficial standards of performance are also kept in these files.
Supervi sors receive a duplicate (not official copy of the position description
and standard of performance for positions. Supervisors nmust keep an up-to-
date file folder of these copies for use in position classification (see
§2048.3(d) of RD Instruction 2048-A and personnel managenment). |If a
supervi sor | eaves the position, the file folder is given to the new
supervisor. Wen an office is closed or a work unit ended, the file is
dest r oyed.

82048. 352 Contents of files.

(a) Position description. Supervisors will make a file of copies of
position descriptions by grade, fromthe highest to the | owest.

(1) One copy of the position description for each position is kept,
except for standard jobs. Only one position description copy is
kept for all positions with the sane standard job (SJ) number such
as (SJ-5) County Supervisor or (SJ-67) District Director. 1In the
top right corner of the one position description copy, the
supervi sor keeps a record of the nunber and headquarters of
positions that have the sane title, series, grade, and SJ nunber.
(For exanple, three positions: Anes, Col fax, and Union.)

(2) Wen an official position description is amended or a new
description devel oped, the supervisor is told or given a carbon copy
of Form RD 212-1, "Change in Position Description." The supervisor
amends his copy of the position description or destroys the old
position description copy and nekes a file of the new one. FormRD
212-1 are then destroyed.

(3) Keep only position descriptions for active, approved positions.
If positions are abolished, the supervisor will destroy those
position description copies or make the necessary records changes.

(b) Standards of performance. Supervisory copies of Form AD 434,
"Performance Appraisal,"” and standards of performance are kept in the
folder with copies of official position descriptions.
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RD I nstruction 2048-H
§2048.352 (b) (Con.)

(1) Form AD-434 and standards of performance for each enpl oyee are
attached to position descriptions. For position descriptions used
by multiple enpl oyees, the supervisor's copy of Form AD-434 for

enpl oyees in each SJ is attached to the one copy of the position
description and standards of performance.

(2) If an enployee is pronoted, resigns, or transfers to another
Gover nnent agency, the supervisor's copy of Form AD-434 is
destroyed. The standards of performance copy is kept with the
position description for a vacant (but current) position. The
standards of performance copy is destroyed when a vacant position is
abol i shed.

82048.353 Use of file materials for yearly job certification and performance
rati ng processes.

(a) When Form AD-434 is received annually, the supervisor will use
hi s/ her copy of the:

(1) Position description to check and certify the accuracy of each
position description (see §2048.205(b) of RD Instruction 2048-E)

(2) Standards of performance for eval uating performances and
di scussi ng performance requirenents with each enpl oyee

(b) After conpleting position description certification and perfornmance
eval uation, send the official copy of FormAD- 434 to the State Director,
Director, Finance Ofice, or Personnel Division. Keep personnel copies

of Form AD- 434.

§2048. 354 Enpl oyee personal copy records.

Each enpl oyee is given copies of his/her position description, standards
of performance for the position, and Form AD-434. Keep these docunents up-to-
date in your personal Enploynent Fol der

§82048. 355 - 2048.400 [Reserved]
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